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REPORTING OF MISSING EMPLOYEES

i. The Deputy Dirvestor {(Administretion) has direeted thet all
setivities under his jurisdietion report within 2 hours the
absence of any employese who i not on authoriszed leave and
camot be leocated.

Be 41l Division Chiefs {and in the case of the TJeneral Services
Division, the Chlefs of the two Branches) of Administrative
Service will instruet sll msupervisors under thelr jurisdiction
%o in the futvre repert immediately by telephone zl11 missing
personnsl in the above cateyory. In each instance, however,
the supervisor should attempt to contect the individual by
telephone for ihe purpeose of determining the reason for his
absence prior to making the repert, Such reports ars to be
made to the (ffice of the Chief, Adninistrative Service, and
confirmed immediately in writing giving sll pertinent inforw-
tion aveilsable.

Cs The Office of the Chlef, 2dministrative Service, will immediately
take steps to adviese the offiee of the Deputy reetor(ddminisztration},
snd the Perscnnel and Inspection and Seeurity Offices of the name
of the individuwal who 13 missing.
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